Class Code 0247
INFORMATION SERVICESDIVISION ASSISTANT ADMINISTRATOR
DEFINITION

Under adminigtrative direction, is responsible for asssting in the administering of the activities of the
Information Services Division; performs reated tasks as required.

EXAMPI ES OF WORK (May not include al of the duties that may be performed.)
Assgsthe Information Services Adminigtrator in the coordination, development and implementation of

policies and procedures related to the operation of the Information Services Division according to sound
management practices aswell aslega congraints of the City of Columbus;

Assgswith oversght of the day-to-day operation of the City's mainframe computer system and wide
area network (including micros and minis) and other Division operations,

Oversees and assigtsin the preparation of the Division's budget; monitors other fisca activities, prepares
financia reports, and makes recommendations for Divison expenditures,

Kegps the Divison Adminigtrator informed on atimely basis of al stuaions that could eaffect the
accomplishments of Divison goas and objectives;

Prepares documents, correspondence, and technical reports on computer operations, data
communications and information processing initiatives for own or Adminigtrator's sgnature;

Monitors al personnd and labor matters within the Information Services Divison, including selection
and gppraisa of personnd and disciplinary actions;

Participates in appropriate professiond activitiesin order to stay current with developmentsin the field
of information resource management, information services or data processing;

Serves as a consultant to other City agencies regarding information processing, data communications
and computer operations, assists with the identification of data processing needs; identifies solutions and
implements recommendations; coordinates customer service activities,

Represents the Information Services Divison in meetings with other City departments and officids,
vendors, consultants, contractors, system users and the public regarding Divison activities, programs
and adminigrative metters;

Searves as adminigtrator in the absence of the Information Services Divison administrator.

MINIMUM QUAL IFICATIONS

Possession of abachelor's degree and three (3) years managerid experience which included policy



recommendation in at least one (1) of the following areas. 1) eectronic information processing activities,
2) management information systems; or 3) information systems consultation services. Subgtitution(s): A
magter's degree in computer science, business administration or public administration may be substituted
for one (1) year of the required experience. Two (2) years of additiona experience, as specified above,
may be subgtituted for two (2) years of the required college education on a year-for-year basis.

KNOWI FDGE, SKIL I SANDABILITIES

Thorough knowledge of management techniques, principles and practices, consderable knowledge of
theories, principles, practices and uses of dectronic information processing in a business sdting;

cong derable knowledge of new devel opments in computer methodology and technology; generd
knowledge of system andlysis, data base concepts and tel eprocessing operations/communications
networks; ability to gpply new developments and concepts in computer technology and methodol ogy;
ability to diagnose and develop, at an advanced level, mgjor computer programs and systems; ability to
adapt accounting principles, practices and satistica andysisto dectronic information processng; ability
to plan, direct, coordinate and review the work of subordinates; ability to write and spesk effectively;
ability to prepare comprehensive reports, ability to read and comprehend management anaysis reports
and literature; ability to coordinate various work projects across organizationa lines; ability to interact
effectively with others, ability to establish and maintain effective working relaionships with others.
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